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HSuggeetion Fo. 1102 , v
" {Sme Sug. No. 1053)

smte of Suggetion: 29 July 1954

STATINTL I  1ocistics Office, Contrdl Staff  38-9

A. Sumerrcy of the Suggestion:
Jenopmends the use of chain envelopss with end cpenings and atring
&. wsluation of Converned Office:

2. Re odls Mansgemend BStelY recomeended adoption 10 December 1954,
provided Secuwrity would appeove. 18 May 1955 Security disap-
preved the idse. '

i, Reagwis Mensgement Staff did a study on envelopes in 1956
Thve dwin epvelope with the gtring opening 14es has been
adopried, With the approval of the Office of Security.

Thes idoa of suggestion Fo. LilZ-~tc uze the string and button
weiboi of securing of envelopez vas aiso considered aloug wits

=

2%

4. RME weoampepds the avard be shaved. 105% to get 1/3 of the

avmed--1008 o get 2/3 of the awazd.
{8em mttachbed evaluations from Chie?”, RMB dated 29 November

_ 1957 and 36 Jmumary 1557.)
<o hesompentations of the Executive Secretary:

: Approvel. Cagh awerd of $150. ($150 eward represents 2/3 of the
total cask swawd peccmmended for this suggestion und suggesticn #1053).

Intangible benefits and tangible savings for both suggestions are

determined to be as followa:
2 300
Tangible----$2800- ----435 .
Intangible--Minor-gen.ral---$140,
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23 January 1957
Suggestion No. 1053

Date: 29 November 1956
TOz ¢*ief, Phyaioal Seeurity Division
FROM: ~hief', Records Management Stafr
SUBJECT: Changes in Agency Chain Envelopes

1, Sscurity Clearince and Approval is hereby requested for the
econter lated changee iy the "ehain envelope” eurrently being ussd
by th'8 Agency. These hanges will assure greater efficiensy of -
operriion, a saving in operating man-hours, and economy in envelope
eons mption, The changes are as follows:

8. 7o priating to provide for eddresses on the face or
back ~f the eavelope,

b. The acoption of the "string and tutton" fastener rathey
wi2n peallng the envelope with an sdhesive tape.

¢. Ths adiition of a "window envelope® on the face of the
shain envelopn to carry currier recelpts. This will assure
“he right recsipt with the appropriate material and eliminste the
sscond writing of the address.

2. The new envelops will bs for internal use only,

3. It is anticipated thst the new suvelope will also be used
as ths "outer envelops” in the tranamittal of highly classified
material within the Agency.,

4. Subject to the concurrence of the Office of Seeurity with
the proposal, this offics will prépare the neceasary instructions
to implement the change. These instructions will be coordinated

with your office prior to issuance. 25X1A

Date: 30 Hov 56

f hief, Physical Security Div.
/
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‘w: .
(T Suggestion Ho.
EVALUATION OF EMPLOYEE SUGGESTION 1053
T0: Executive Secretary, Incentive FROM: .
Awards Committee Chief, Records Managewent Staff

ACTION RECOMMENDED

CHECK APPROPRIATE B80X:

adopt for use. (] suagestion already in effect and
. no part of suggestion makes added
[_] pisapproved for adoption. contribution.
[ suggestion already In effect but
[__] Requires further study makes added contridutlon.
(indicate below the expected )
date of completion). ) other (plesse specify in section
below).

READONS POR RECOMMENDATION

n order to guide the Incentive Awards Committes in making flnal determination, &n antlystie of the anticipated
first yearts savings and/or other bensfits shouid be shown here, if appiicable, Indlcate and explaln below pro-
posed disposition of savings as (1) allotment savings, (2} Incressed output at same cost or (3) application of
resources saved to some other necessary activity. If suggestion contalns lntun?lblc valug, such as morale, safety,
etc., pleuase indicate the sxtent of the ares which you think the suggestion will affect, l.e.; the lmmediate area,
offlce-wide, Agency-wlde. Attach additional sheet 1f more space is needed.

A decision has been wmade to make two changes in the Chain Envelope:
1., Secure the envelcpe by the use of "String and Button” thus eliminating
the use of adhesive tape for sealing. (See Suggestion 1102)

2. A Uwindow" ‘type envelope will be securily attached to the Chain Ervelope
for the purpose of holding the Courier Receipts. Readdressing the envelop«
will not be necessary in such cases, If Couricr Recelpts are not used,
it will be necessary to place an a&ddreess sheet or card in the window

envelope:

: »
It is estimated that the adogtioﬂ of these two changes should cut the congumption of
myoe (561,758) and 10"x15" (399,100) plain manila envelopes by 50% . Due to the
npticipated longer life of the new chain envelope, total yearly consumption in chain
wes should rise very little., However, the cost of the new chain envelope will

enveloy

1;,-.1e thereby relucing the estiwated dollar saving in envelopes to approximately 32300

!n oddition, there will be an unestimable dollar saving in sealing mtarills,plus a man
w«r eavirg in performing the sealing operation.

& the Aollar savings to be realized froom the alingeg being wade in the Chain envelope
wact b evaluated a8 a coaplete packege, 1t is recowwended that the gross award be spili
tw- w3, 1/3 for Suggestion 1053 (Window Envelope idea) end 2/3 for Suggestion 1107
ro rins #ad Button method >f securing of envelope). '

Concurrence

~OPfTce of Loglstics

—Tete

DATE ) STGNATURE OF CVALUATING OFFICTAL
' 25X1A
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